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Instructions for Performance Rating Maintainer:
Bl Performance Review Reports

There are two performance review reports available in BI that you may find beneficial.

Bl Performance Review Reports

Information Provided

B0066: Missed Emplovee Performance
Review

Provides a list of employees (& their personnel ID #s) for an
organizational unit in which no rating code was entered {“Rating Not
Entered) for a performance cycle.

Note: This report would be helpful to run after performance ratings
have been entered to ensure all employees received a rating code.

BO040: Employee Performance Ratings
& Salary

Provides a list of employees (& their personnel ID #s) for an
organizationa unit and includes their performance rating and salary for
a performance cycle.

Remember, information entered in SAP will not immediately display on BI Reports but should
dispiay the following day.

/1o Run a BEPEﬁGFmanceRev;ewReport R

For this example, these instructions will show you how to run a B0040 Empioyee Performance Rating

report:
1.
password.
2. Click on the “Reperts” tab.

Go to https://mybeacon.nc.gov and log into the BEACON portal using your NCID log-on ID and
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3. Click on “Performance Review” and then select “B0040 Employee Performance Ratings &
Salary.”

4, For this report, the “OrgUnit” and “Year Cycle Ended” date field are mandatory.
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5. Next to OrgUnit, you can enter the 8-digit org unit number for the location that you wish to run
the report (Remember — all org unit numbers begin with the number 2). If you do not know the
org unit number, click on the £t Detail icon. Your individual security access will determine
which org units vou can view,

then click the “add - TE button to aud to your “Selections.” Then click

The Org Unit pop-up will disappear and the org unit
number should be dispiayed.




7. Next to “Year Cycle Ended,” click on the [ Detail icon.
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8. The “Fiscal Year” Pop-Up will appear.

To generate report data for Cycele 24, click to select “2012.”

(Note: “2011" would generate repori data for Cycle 23).

Then click
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10. To print the report, select “Print Versien® and the data will be converted to an Adobe PDF file
for printing. If you wish to export the data to Excel, click “Export t¢ Excel.”
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General Bl Report information:

Remember, report data is current as of the previous night (i.e. mformation entered in SAP today wili not
show on a BI Report until tomorrow. In some cases, it may take longer to display).

Detault information in the B0040 report (i.e. default columns) includes Organizational Unit,
Empioyee ID, Employee Name, Qualification, Proficiency (Rating), and Annual Salary, The first
column determines the order of the report data. Since the Organizational Unit number is the
“default” first column, the report is in order by the Org Unit number.

Note: The Employee ID (personnel ID#) column will be helpful when you are entering performance
ratings in SAP because you can enter the employee’s personnel ID number to pull up the employee's
performance record using transaction code PA30.

Information on B reports can be manipulated and changed and or gamzed d1ffcrent1v H you
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prefer for the report to be in order by employee name, click on the FMPL Sl colummn
(vou will see a hand and f inger icon), and hold and drag to the ﬁrst hne of the first column {do

not click directly on the ?’;‘.,‘...up/down arrow fo move a column). Once the line shows bold,
reiease and your report data should now show Employee Name as the first column and your
report data should be in alphabetic order by the employee’s last name. Any of the columns can
be moved, dragged, and dropped the same way.

To remove a column from the report, simply click on the column header and drag and release

outside the report area.

To add additional data, click to select the desired data from the “Free characteristics” area (see
below) and drag, drop, and release in the place in the report you wish the data to be added.




e To “unde,” right mouse click within the report to get the following pop-up:

Select “Back,” then “Back One Navigation
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P
e To organize Performance data by rating code, click on the .. column

and hold and drag to the first line of the first colummn. Once the lme shows bo%d release and your
report data should now be organized by rating code.



